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1.0 Policy 

It is the Policy of the Division of Public and Behavioral Health (DPBH), Substance Abuse, Prevention, and 

Treatment Agency (SAPTA) that all providers, in accordance with 505 (a) of the Public Health Service Act (42 

US code 290aa-4) which directs the Administrator of the Substance Abuse and Mental Health Services 

Administration (SAMHSA), to collect items including admission and discharge data. 

All providers will complete a mental status assessment on all clients. 

2.0 Procedure 

NOTE: THIS POLICY AND PROCEDURE WILL NOT OUTLINE HOW TO ASSESS A CLIENT. 

INSTEAD, IT WALKS THROUGH THE PROCESS OF THE FORM IN AVATAR. 

 

1. In the Search Forms field, type Mental Status Assessment. 

a. Double-click on the Mental Status Assessment form. 

 
2. The Search Client window will be displayed. 

a. Search by Client ID # or Last Name. 

b. Double-click the desired client. 

 
2. The episode selection window will appear. 

a. Double click on the episode you want to attach the Mental Status Assessment to. 
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3. The Mental Status Assessment form will be displayed. 
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4. The form consists of seven (7) parts.  

- Appearance and General Behavior 

- Speech and Language 

- Orientation and Affect 

- Mood and Motor Activity 

- Thought and Perceptual Disorder 

- Intelligence 

- Suicidal and Homicidal Assessment 

 
5. Choose whether the assessment is a draft or final by clicking on the radio buttons for Assessment 

Status. 

6. Select the staff that you want to notify of this assessment in the search field for Select Staff to Notify. 

a. Search for staff by last name. 

7. Enter the Assessing Date. 

a. T for today 

b. Y for yesterday 

c. Or Enter the date 

8. Enter the Assessing Clinician. 

a. Search by last name. 

9. Enter the Assessment Time. 

a. Click Current for the current time. 

b. Enter time (ex: 5:00P will autocorrect to 5:00PM) 

10. Complete the rest of the assessment. 
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11. When completed, click Submit in the upper left hand of the page. This will submit the Mental Status 

Assessment. 

 
12. To pull a Mental Status Assessment report, go to the client’s chart by double-clicking on the client name 

on the home screen in Recent Clients.  

a. If the client is not there, use the Search Clients field to find the client. 

 
13. Double-clicking the client name will open up the Chart View.  
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14. If the Chart View is set up similar to the one shown above, find and click on Mental Status Assessment 

on the left hand side. This is referred to the Chart Design. 

 
15. The chart view of the Mental Health Assessment will be displayed reflecting the data. 
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16. In the upper right hand corner of this screen, in yellow, is Report. Click on Report. 

 
17. A Crystal Report will generate and show the data on the Mental Status Assessment. 

 
18. When completed, close out of the report. 

 


